Creating a Requisition for M odification

for a FundsIncrease
(5/2003)

If a Requisitioner or COTR wants to increase the amount of the obligation on a
Purchase Order, Contract, or Ddlivery Order, then a Funds Increase (Requisition for
Modification) is required in order for Procurement to issue a Modification to increase
the obligation. The Requigition for Modification isinitiated by the Requistioner and
routed for reviews and approval.

Here are the step-by-step ingtructions for how to create a Requisition for Modification.

1.
N
Welcome TRAINER TRAINER

Inhox i
You have 24 unread messages in your Inbox.

Requisitions
Purchase GI.MMHM Accessed:
Contracts Reqirsition: ARC-38000-03-0072

Delivery/Task Orders Requisition: ARC-38000-02-0128 ?“Ck on i
BPA Setups Requisition: ARC-38000-03-0062 Requistions.
BPA Calls Requisition: ARC-33000-02-0117
ReceiNing About VPO PRISM
Freferences Product information.
Log Off
Comnnsaareh
2.

-

Requisitions Welcome TRAINER TRAINER
You have 24 unread messades in yvour [nbox
Create Requisitinﬂ\mwm
: nts Accessed: .

o Click “Create
Dpen Reguisition Feguisition: ARC-38000-03-0072 R e
Return To Home Requisition: ARC-38000-02-0128 equisition.

Requisition: ARC-38000-03-0062




" EZ REGQ

& Requisition
& Duplicate

Aﬁ 1. Choose the radio button next to
& Requisition for Modification “Requidgtion for Modification.”

 Requisition frorm APP

Zubmit Cancel |

2. Click
“Submit.”

Search Criteria ol - de Search Criteria

Contract Number

I Select Line tem=  Contract Humber  Order Mumber  %endor Fovvard Date Contract Type

¥ 0424BP L1 LTET WIRELESS 02402002 BFPL4 Setup
Order Number ¥ 0424BP L1 ooz LTET WIRELESS 042402002 BPA Call
I ¥ 0424P01 LTET WIRELESS 0/ 752002 Purchase Crder

¥ 0424F03 LTET WIRELESS 0a24/2002 Purchase Crder

i ¥ 051502 LTET WIRELESS 05/15/2002 Purchase Crder
Award Types
Jan =
Pre Mext Page 3 of 20 (Too many results: Qnly 100 retrieved. Use Search options ta limit res

Site | .
[6PD PROCUREWENT 1. After searching for the Purchase Order, Contract, or
Qi Délivery Order, click onthe“Y” next to the order to
[ Current Selected Site 7] choosetheline items.
Vendor /7]

Awari Date Range

Start Datel
End Datel

&

Select ftem Humber  Oescription  User Product Code  Product  Unit Quartity  Amoont
¥ oaoi STUFF PR E& 10 $100.00

&

Se All Create
Sort by

IComractNumber 'l 3. Click

Max Results “ "
[oo 5] 2. Sdect Creste.
Dacube nar Maaa it tm IIrE

item.




Create Mew Redguisition

* System Generated

Cancel |

1. Choose a system generated
number from the drop down.
(The Requigtion for Modification
will be numbered asif it was an
EZReqg or Requigtion.)

2. Click “Create.”

Self Approve | Yiew Form Cancel

Requisition for Maodification Information

SRR ; Requisition Mumhber, ARC-38000-02-0134 Stage Fecuisition Humber of tems: 1
Requisition for
Meodification Wersion: IEIASE—In Progress 'I Met View: Off Total Amount: $100.00
Qriginal Document, 0313P02 Commitment. $0.00
Main
General Infarmation
I General I
- Originating Office: [ACCESS BOARD — | 1. IMPORTANT-
Additional Info . -
o Requisition Date: [077122002 | <3 A Buyer’'sUser ID
Text Requisitioner: [TRAINER / H automatically fills
il Buyer Bl into the buyer field.
sumrmary :
Itermn Buyer Assign Date: (Mone) P|ea&3 DELETE
Yendor Reguisition Received Date: I (’; THE USER |D
Supporting D Requisition Released Date: (Mone) FROM THE BUYER
Hi Source PPT Name: (Mone) FIELDSOIT IS
e Primary Product/Service Code: |F'R J BLANK.

Route History
H 113 ”
Status History 2. Click “Items.

Motifications

Crivnership
Mavigator

Feturn to Home



Requisition for

Modification

Main

I lterns

Wandor
Supporting Docs
Form Info
Walidations
Route Histary
Statys History
Nutis
Cnership

Mavigatar

Return to Home

8.

Requisition for

Modification

Reqguisition for Modification Information
Requisition Mumber: &FC-38000-02-0134

Original Document: 051502

fern Humber

Yersion: BASE

Description

0001 STUFF

Option kerm

Status

Status: InFrogess
Stage: Reguisition

MetWiew: Off

Ttem Actrve 10

Cuartity  Arnourt

Murmber of tems: 1
Total Armount. $100.00
Cormmitment. $0.00

Mersion

$100.00 BASE

Click ontheitemto
edit the amount
(commitment).

| General

Additional Info
Ship To
Payment
Funding
Discount
Wiarranty

Text
Summary

Return

Requisition for Madification Mumber, AFC-32000-02-0134

FroductrSerice Code Description

Itermn Mumber: 1

Diascription:

[tern Mumber 0001 af 1

User Product Code: |

ProductiService Code: |F'R

Qualifier

Calculate by Percent W

Line term Type

: INDtSpeciﬂed 'I

STUFF A
-
[
= | Theprice showsas
© PURCHASE REQUEST $10 (which iswhat
- [By quantity 7 wasontheorigind

Requigtion). Onthe
next screen it will be

Fetiod of Performance: |

Cuantity: |1 0

Unitoflssue:

Unit Price: |10

Amount; |1 oo.oo

changed to $110, so
you can seethetota
amount change from
$100 to $1,100.




Requisition for
Modification

I General

Additional Info
Ship To
Fayment
Funding
Discount
Virarranty

Texut
Summary

Return

10.

Itern Mumber 0001 of 1

[tern Mumber: 1

Cescription: [sTUFF ]
&l
Lzer Product Code: | D
ProductiServce Code: [PR J
Product’Service Code Description; PURCHASE FEQUEST /_ Note that the Chmge
suatter [By Goant 5 | should reflect thetota

Calculate by Percent, ¥ new price not the

: difference.
Line Item Type: INDTSDECIT'IEEI 'I

. This example shows that
Period of Performance: | 7 D| the unit pl'iCGh&B
quantiy: [10 changed to $110 which
Unitofissue: [EA ] resultsin anew total
Unit Price; [110 amount of $1,100- (I,;
arnount: [110000 _nece%y, youcan 0
increase the quantity.

Requisition for

General

Additional Info

| ship To

Payrment
Funding
Discount
Warranty
Text
Summary

Return

T [ oo ]

Requisition for Modification Mumber,  ARC-328000-02-0134 [tern Mumber 0001 of 1

Ship TofAccounting

Select  Ship To Mark For Guantity Amount Deliver By

a FBA CHICAGO 10 $1,100.00 30 Days After Award
1. Clickon 2. Click onthe
“Ship To" shipping address




1. Make sure that the quantity
and amount have updated, if not
then change them accordingly.

Description: STUEE

Ship T
Ship To: |FBA Cch:Agf Mark Fi/]
Quantity: |1U Armount: |11UU-UU

Delivery Date: I & or Days After Award: I3D
Accounting Addl Egit| Delete |

Select  Treasury Symbel / Fiscal Year USSGL Cost Code Ohject Class  Reporting Category CAT_B_APPR  Cohort  Project Future 1

2 C“Ck E 2002 510001 FEA3D01000 2524 00000000 WA b IR, KRR,

“Edit”.

Submit | Cancel |

Requisition for Modification Information
Reqguisition for Maodification Murmber: ARC-32000-02-0134 Ship To Code: FBA CHICAGO Cluantity: 10
“Yersion: BASE Arnount: $1,100.00

; junting Informatio
Accounting Information:

Treasury Symbol [CHMBEOREXH FEDSOQURCE - CHICAGO MO YEAR APPROPR
Fiscal Year [2002 BFY 2002
USSGL [510001 OPERATING EXPENSES
Cost Code |FEAIO01000 TASK SUPPORT
Object Class |2524 MISCELLANEOUS CONTRACTUAL SERVICES
Reparting Category [00000000
CAT B_APPR [0 DEFAULT
Cohart [0 DEFAULT
Project [00R0000% FUTURE LSE
Future 1 POOGO000X FUTURE USE
Future 2 200000000 FUTURE LISE
Percent: W
Quaniity: [10.00000 1. Make surethe new tota hastaken
Amaunt: |11DD.DD effect. If |t h$ nO'[, thm p|&:ethe
Committed Amaunt: |-UU Unobligated: Ir cursor in the perca—]t” field and press
Subject to Availability of funds: [ “td)" ' The amount mOUId Upda'.e.

Submit Cancel |

2. Choose
“Submit”




Requigition for Madification Infarmation
Requisition for Modification Mumber:  ARC-33000-02-0134 Description: 3TUFF Quantity: 10
Yersion: BASE Unit Price: $110.00
Arnount: $1,100.00

Ship To
Ship To: |FBA CHICAGO Mark For: |
Quantity: Im Arnout: |11UU-UU

Delivery Date: I ¥ OR Days After Award: ISD
Accounting P\ddl Editl DB|BtB|

Select  Treasury Symbol Fiscal Year USSGL Cost Code Object Class  Reporting Category CAT_B_APPR  Cohort  Project Future 1
& Hircnne e (1) 510001 FBEA3OO1000 2524 00000000 I L EEEREE LR LR
Choose
“Submit”
Submit | Cancel |

14.

Requisition for Requisition for Modification Nurmber:  ARC-38000-02-0134 ltern Murmber 0001 of 1

General
Additional Info Ship To ountine

I Ship To I Select  Ship To Mark For Quantity Amount  Deliver By

“ FBA CHICAGO 10 $1,100.00 30 Days After Award

Payment
Funding

Digcount
Warranty
Text Click “Return”

Summary

Return



15.

Add Cel

Fe far bl 3
Ho Requisition Mumber. ARC-38000-02-0134 Status: In Progress Mumber of lterms: 1
Requisition for ) =
Mo dificati Version: BASE Stage: Recuisition Total Amount $1,100.00
Original Docurnent. 0515P02 Met View, Off Commitrment. $1,000.00
Main
I ltems I Select Hem Mumber Description Option ftem  Status Cluartity  Amount Wersign
Vendor [ I I STUFF Ttem Active 10 $1,10000  BA
Supporting Docs
Forrm Info
Validations

Thetotd amount is now $1,100, but the
commitment isonly $1,000. This reflects that
we have aready committed the $100 (on the
origind Requistion), and this Requisition for

Route History
Status History

Motifications

Ownership ‘e . . e ‘e
N Modification is committing the additiond
Feturn to Home $1’OOO

16.

Regquisition for Modification Infarmation

Requisition for Requisition Mumber: ARC-33000-02-0134 Status: In Progress murmber of lterns: 1

Modificati Warsion: BASE Staoe: Recuisition Total Amount. $1,100.00
Qriginal Document, 0515P02 Met Wiew: Of Commitrment; $1,000.00

Main

e MNa Errors Found

Wendor

Supporting Docs
Farm Info

| validaiions [¢—— | Click“Vvdidations’ to
Riute History check the document

Status History for errors.

Motifications

Owvnership
Mavigatar

Return to Home



17

Route

Stage: Fecuisition Mumber of ltems: 1

Wersion: IEIASE-In Progress ’I MetWiew, Off Total Amount. $1,100.00

Commitment; $1,000.00

Requisition for
Modification

hain
= I [sccEss BOARD [Eat] |
Originating Office:
Additional Infa binating -
Project Requisition Date: IU?H 2i2002 L
e Requisitioner; ITRNNER J
Defaults
Summary Buyer. |BFEIRTAG J
lterms Buyer Assign Date: (Mone)
Yendar Reguidition Received Date: I &
Supporting Docs Reguizifon Releazed Date; (Mone)
e Eource PPT Mame: (Mone)
walidations Frirmary Projuct/Service Code: |F'R J

Route Histary

Status History

“Route” the document as you
normaly would to the appropriate
Reviewer(s) or Approver.

Motifications

Crwnership

Mavigatar

Return to Home



